
                                             Attachment A –Terms and Conditions                       
    RFX No. 3000005982   TITLE: Microfilming Services 

Page 1 of 8 
 

 
Bidder: 

BID DELIVERY INSTRUCTIONS FOR STATE PROCUREMENT: 
 
BIDDERS ARE HEREBY ADVISED THAT THE U.S. POSTAL SERVICE DOES NOT MAKE DELIVERIES 
TO OUR PHYSICAL LOCATION:  BIDS MAY BE MAILED THROUGH THE U.S. POSTAL SERVICE TO 
OUR BOX AT: 
 
P O BOX 94095 
BATON ROUGE, LA   70804-9095 
 
BIDS MAY BE DELIVERED BY HAND OR COURIER SERVICE TO OUR PHYSICAL 
LOCATION AS FOLLOWS:  

OFFICE OF STATE PROCUREMENT 
CLAIBORNE BUILDING, SUITE 2-160 
1201 NORTH THIRD STREET 
BATON ROUGE, LA  70802. 

 
BIDDER SHOULD BE AWARE OF SECURITY REQUIREMENTS FOR THE CLAIBORNE 
BUILDING AND ALLOW TIME TO BE PHOTOGRAPHED AND PRESENTED WITH A 
TEMPORARY IDENTIFICATION BADGE. 

 
BIDDER IS SOLELY RESPONSIBLE FOR ENSURING THAT ITS COURIER SERVICE PROVIDER 
MAKES INSIDE DELIVERIES TO OUR PHYSICAL LOCATION.  THE OFFICE OF STATE 
PROCUREMENT IS NOT RESPONSIBLE FOR ANY DELAYS CAUSED BY THE BIDDER'S CHOSEN 
MEANS OF BID DELIVERY.  BIDDER IS SOLELY RESPONSIBLE FOR THE TIMELY DELIVERY OF 
ITS BID. FAILURE TO MEET THE BID OPENING DATE & TIME SHALL RESULT IN REJECTION OF 
THE BID. 

 
PUBLICIZING AWARDS:  IN ACCORDANCE WITH L.A.C.34:I.535, UNSUCCESSFUL BIDDERS WILL 
BE NOTIFIED OF THE AWARD PROVIDED THAT THEY SUBMIT WITH THEIR BID A SELF-
ADDRESSED STAMPED ENVELOPE REQUESTING THIS INFORMATION. 

 
**ATTENTION: ** 

 
RECEIPT OF A SOLICITATION OR AWARD CANNOT BE RELIED UPON AS AN ASSURANCE OF 
RECEIVING FUTURE SOLICITATIONS. IN ORDER TO RECEIVE NOTIFICATIONS OF FUTURE 
SOLICITATIONS FROM THIS OFFICE, YOU MUST PAY A REGISTRATION FEE AND ENROLL IN THE 
PROPER CATEGORY IN LAGOV AT THE FOLLOWING WEBSITE:        

  https://lagoverpvendor.doa.louisiana.gov/irj/portal/anonymous?guest_user=self_reg 
        
PAID ENROLLMENT IN LAGOV PROVIDES LAPAC EMAIL NOTIFICATION OF BID OPPORTUNITIES 
BASED UPON COMMODITIES THAT YOU SELECT. 
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TERMS AND CONDITIONS: THIS SOLICITATION CONTAINS ALL THE TERMS AND CONDITIONS WITH 
RESPECT TO THE COMMODITIES HEREIN.  ANY VENDOR CONTRACTS, FORMS, TERMS OR OTHER 
MATERIALS SUBMITTED WITH BID MAY CAUSE BID TO BE REJECTED. 
 

 
VENDOR'S FORMS: THE PURCHASE/RELEASE ORDER IS THE ONLY BINDING DOCUMENT TO BE 
ISSUED AGAINST THIS CONTRACT.  SIGNING OF VENDOR'S FORMS IS NOT ALLOWED. 
 

 
ACCEPTANCE:  UNLESS OTHERWISE SPECIFIED, BIDS ON THIS CONTRACT WILL BE ASSUMED TO BE 
FIRM FOR ACCEPTANCE FOR A MINIMUM OF 60 DAYS.  IF ACCEPTED, PRICES MUST BE FIRM FOR THE 
SPECIFIED CONTRACT PERIOD. 
 

 
CANCELLATION:  THE STATE OF LOUISIANA RESERVES THE RIGHT TO CANCEL THIS CONTRACT 
WITH THIRTY (30) DAYS WRITTEN NOTICE. 
 

 
CERTIFICATION OF NO SUSPENSION OR DEBARMENT:  BY SIGNING AND SUBMITTING ANY BID FOR 
$25,000 OR MORE, THE BIDDER CERTIFIES THAT THEIR COMPANY, ANY SUBCONTRACTORS, OR 
PRINCIPALS ARE NOT SUSPENDED OR DEBARRED BY THE GENERAL SERVICES ADMINISTRATION 
(GSA) IN ACCORDANCE WITH THE REQUIREMENTS IN OMB CIRCULAR A-133.  A LIST OF PARTIES WHO 
HAVE BEEN SUSPENDED OR DEBARRED CAN BE VIEWED VIA THE INTERNET AT 
HTTP://WWW.SAM.GOV 

 
 
 

LACARTE PROCUREMENT CARD: 
IN AN EFFORT TO INCREASE EFFICIENCIES AND EFFECTIVENESS AS WELL AS BE STRATEGIC IN 
UTILIZING TECHNOLOGY AND RESOURCES FOR THE STATE AND VENDORS, THE STATE INTENDS TO 
MAKE ALL PAYMENTS TO VENDORS ELECTRONICALLY.  THE LACARTE PROCUREMENT CARD WILL 
BE USED FOR PURCHASES OF $5,000 AND UNDER, AND WHERE FEASIBLE, OVER $5,000.  VENDORS WILL 
HAVE A CHOICE OF RECEIVING ELECTRONIC PAYMENT FOR ALL OTHER PAYMENTS BY SELECTING 
THE ELECTRONIC VENDOR PAYMENT SOLUTION (EVP) OR ELECTRONIC FUNDS TRANSFER (EFT).  IF 
YOU RECEIVE AN AWARD AND DO NOT CURRENTLY ACCEPT THE LACARTE CARD OR EVP OR HAVE 
NOT ALREADY ENROLLED IN EFT, YOU WILL BE ASKED TO COMPLY WITH THIS REQUEST BY 
CHOOSING ONE OF THE FOLLOWING THREE OPTIONS.  YOU MAY INDICATE YOUR ACCEPTANCE 
BELOW. 
 
LACARTE 
 
THE LACARTE PROCUREMENT CARD USES A VISA CARD PLATFORM.  VENDORS RECEIVE PAYMENT 
FROM STATE AGENCIES USING THE CARD IN THE SAME MANNER AS OTHER VISA CARD PURCHASES.  
VENDORS CANNOT PROCESS PAYMENT TRANSACTIONS THROUGH THE CREDIT CARD 
CLEARINGHOUSE UNTIL THE PURCHASED PRODUCTS HAVE BEEN SHIPPED OR RECEIVED OR THE 
SERVICES PERFORMED.  
 
FOR ALL STATEWIDE AND AGENCY TERM CONTRACTS: 
- UNDER THE LACARTE PROGRAM, PURCHASE ORDERS ARE NOT NECESSARY.  ORDERS MUST BE 
PLACED AGAINST THE NET DISCOUNTED PRODUCTS OF THE CONTRACT.  ALL CONTRACT TERMS AND 
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CONDITIONS APPLY TO PURCHASES MADE WITH LACARTE. 
 
- IF A PURCHASE ORDER IS NOT USED, THE VENDOR MUST KEEP ON FILE A RECORD OF ALL LACARTE 
PURCHASES ISSUED AGAINST THIS CONTRACT DURING THE CONTRACT PERIOD.  THE FILE MUST 
CONTAIN THE PARTICULAR ITEM NUMBER, QUANTITY, LINE TOTAL AND ORDER TOTAL.  RECORDS 
OF THESE PURCHASES MUST BE PROVIDED TO THE OFFICE OF STATE PURCHASING ON REQUEST.  
 
EVP 
 
EVP METHOD CONVERTS CHECK PAYMENTS TO A VISA CREDIT CARD THEREBY STREAMLINING 
PAYMENTS TO YOUR ORGANIZATION.  PARTICIPANTS RECEIVE A CREDIT CARD ACCOUNT NUMBER 
WITH UNIQUE SECURITY FEATURES.  THIS CARD WILL HAVE $0 AVAILABLE FUNDS UNTIL AN INVOICE 
IS APPROVED FOR PAYMENT.  AS PAYMENTS ARE APPROVED, ELECTRONIC REMITTANCE 
NOTIFICATIONS ARE SENT VIA EMAIL ALONG WITH APPROVAL TO CHARGE THE CARD FOR THAT 
AMOUNT.  EVP REQUIRES NO CHANGE TO CURRENT INVOICE PROCEDURES; IT IS SECURE, AND DOES 
NOT REQUIRE YOUR BANK INFORMATION. 
 
EFT 
 
EFT PAYMENTS ARE SENT FROM THE STATE’S BANK DIRECTLY TO THE PAYEE’S BANK EACH 
WEEKDAY.  THE ONLY REQUIREMENT IS THAT YOU HAVE AN ACTIVE CHECKING OR SAVINGS 
ACCOUNT AT A FINANCIAL INSTITUTION THAT CAN ACCEPT AUTOMATED CLEARING HOUSE (ACH) 
CREDIT FILES AND REMITTANCE INFORMATION ELECTRONICALLY.  ADDITIONAL INFORMATION IS 
AVAILABLE AT HTTP://WWW.DOA.LOUISIANA.GOV/OSRAP/EFTFORWEBSITE.PDF .  TO FACILITATE THIS 
PAYMENT PROCESS, YOU WILL NEED TO COMPLETE AND RETURN BOTH EFT ENROLLMENT FORMS 
FOUND AT http://www.doa.louisiana.gov/ERP/PDFS/LAGOV%20AP-03%20-
%20EFT%20VENDOR%20ENROLLMENT%20FORM.PDF AND 
HTTP://WWW.DOA.LOUISIANA.GOV/OSRAP/EFTFORWEBSITE.PDF. 
 
PAYMENT TYPE  WILL ACCEPT    ALREADY ENROLLED 
 
LACARTE   __________    ______________ 
 
EVP    __________    _______________ 
 
EFT    __________    _______________ 
 
 
____________________________________________ 
PRINTED NAME OF INDIVIDUAL AUTHORIZED 
 
 
___________________________________________________  __________________ 
AUTHORIZED SIGNATURE FOR PAYMENT TYPE CHOSEN DATE 

 
 
  _________________________________________________________________ 
  EMAIL ADDRESS AND PHONE NUMBER OF AUTHORIZED INDIVIDUAL  
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PREFERENCE: 
IN ACCORDANCE WITH LOUISIANA REVISED STATUTES 39:1595, A PREFERENCE MAY BE ALLOWED FOR 
PRODUCTS MANUFACTURED, PRODUCED, GROWN, OR ASSEMBLED IN LOUISIANA OF EQUAL QUALITY. 
 
DO YOU CLAIM THIS PREFERENCE? YES__________ 
 
SPECIFY LINE NUMBER (S):__________________________________________________________________________ 
 
____________________________________________________________________________________________________ 
 
SPECIFY LOCATION WITHIN LOUISIANA WHERE THIS PRODUCT IS MANUFACTURED, PRODUCED, 
GROWN OR ASSEMBLED: 
____________________________________________________________________________________________________ 
(NOTE: IF MORE SPACE IS REQUIRED, INCLUDE ON SEPARATE SHEET) 
 
DO YOU HAVE A LOUISIANA BUSINESS WORKFORCE? YES_______NO_______ 
 
IF SO, DO YOU CERTIFY THAT AT LEAST FIFTY PERCENT (50%) OF YOUR LOUISIANA BUSINESS 
WORKFORCE IS COMPRISED OF LOUISIANA RESIDENTS? YES_______NO_____ 
 
FAILURE TO SPECIFY ABOVE INFORMATION MAY CAUSE ELIMINATION FROM PREFERENCES.  
PREFERENCES SHALL NOT APPLY TO SERVICE CONTRACTS.  
 
 
PROCUREMENT OF UNITED STATES PRODUCTS:  
IN ACCORDANCE WITH THE PROVISIONS OF R.S. 39:1595.7, IN THE EVENT A CONTRACT IS NOT ENTERED 
INTO FOR PRODUCTS PURCHASED UNDER THE PROVISIONS OF R.S. 39:1595, EACH PROCUREMENT 
OFFICER, PURCHASING AGENT, OR SIMILAR OFFICIAL WHO PROCURES OR PURCHASES MATERIALS, 
SUPPLIES, PRODUCTS, PROVISIONS, OR EQUIPMENT UNDER THE PROVISIONS OF THIS CHAPTER MAY 
PURCHASE SUCH MATERIALS, SUPPLIES, PRODUCTS, PROVISIONS, OR EQUIPMENT WHICH ARE 
MANUFACTURED IN THE UNITED STATES, AND WHICH ARE EQUAL IN QUALITY TO OTHER MATERIALS, 
SUPPLIES, PRODUCTS, PROVISIONS, OR EQUIPMENT, PROVIDED THAT ALL OF THE FOLLOWING 
CONDITIONS ARE MET: 
 
(1)  THE COST OF SUCH ITEMS DOES NOT EXCEED THE COST OF OTHER ITEMS WHICH ARE 

MANUFACTURED OUTSIDE THE UNITED STATES BY MORE THAN FIVE PERCENT. 
 
(2) THE VENDOR OF SUCH ITEMS AGREES TO SELL THE ITEMS AT THE SAME PRICE AS THE LOWEST BID 

OFFERED ON SUCH ITEMS. 
 

(3) IN CASES WHERE MORE THAN ONE BIDDER OFFERS ITEMS MANUFACTURED IN THE UNITED STATES 
WHICH ARE WITHIN FIVE PERCENT OF THE LOWEST BID, THE BIDDER OFFERING THE LOWEST BID ON 
SUCH ITEMS IS ENTITLED TO ACCEPT THE PRICE OF THE LOWEST BID MADE ON SUCH ITEMS.  

 
(4) THE VENDOR CERTIFIES THAT SUCH ITEMS ARE MANUFACTURED IN THE UNITED STATES. 

 
FOR THE PURPOSES OF THIS PREFERENCE, 
(1) “MANUFACTURED IN THE UNITED STATES” MEANS PRODUCED BY A PROCESS IN WHICH THE 
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MANUFACTURING, FINAL ASSEMBLY, PROCESSING, PACKAGING, TESTING, AND ANY OTHER PROCESS 
THAT ADDS VALUE, QUALITY, OR RELIABILITY TO ASSEMBLED ARTICLES, MATERIALS, OR SUPPLIES, 
OCCUR IN THE UNITED STATES. 

 
(2) “UNITED STATES” MEANS THE UNITED STATES AND ANY PLACE SUBJECT TO THE JURISDICTION OF 

THE UNITED STATES.  
 
DO YOU CLAIM THIS PREFERENCE? ___________YES 
 
SPECIFY LINE 
NUMBER(S):________________________________________________________________________________________ 
 
____________________________________________________________________________________________________ 
 
SPECIFY LOCATION WITHIN THE UNITED STATES WHERE THIS PRODUCT IS MANUFACTURED: 
____________________________________________________________________________________________________ 
(NOTE: IF MORE SPACE IS REQUIRED, INCLUDE ON SEPARATE SHEET) 
 

ESTIMATED QUANTITY: 
THE LISTED QUANTITIES ARE ESTIMATED TO BE THE AMOUNT NEEDED.  IN THE EVENT A GREATER 
OR LESSER QUANTITY IS NEEDED, THE RIGHT IS RESERVED BY THE STATE OF LOUISIANA TO 
INCREASE OR DECREASE THE AMOUNT, AT THE UNIT PRICE STATED IN THE BID. 
 
 

Contract Usage Reports:  The Contractor shall submit detailed sales data reports quarterly to the Office of State Procurement 
Contracts Manager for the contract in accordance with the below schedule.  Initiation and submission of the quarterly reports to 
the Office of State Procurement is the responsibility of the Contractor without prompting or notification by the Office of State 
Procurement Contracts Manager.  If these reports are not submitted in a timely manner, the Office of State Procurement shall 
have the right to terminate the contract. 

The usage report is to include the person’s name who compiled the report and their contact information; a summary by the line 
item with quantity purchased; total value of each line item; summary of the total dollar volume of the entire contract; and be 
itemized by the purchase order number.  The State reserves the right to request copies of any purchase orders. 

The usage reports should be submitted in Excel format or an equivalent format approved by the Office of State Procurement.   

Schedule for submittal of usage reports: 

 Quarter   Payment Period   Payment Due Date 

 First Quarter  July 1 through September 30 October 31 

 Second Quarter  October 1 through December 31 January 31 

 Third Quarter  January 1 through March 31 April 30 

 Fourth Quarter  April 1 through June 30  July 31 
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INSURANCE REQUIREMENTS FOR CONTRACTORS 
 
The Contractor shall purchase and maintain for the duration of the contract insurance against claims for injuries to persons 
or damages to property which may arise from or in connection with the performance of the work hereunder by the 
Contractor, its agents, representatives, employees or subcontractors. 
 
A. MINIMUM SCOPE AND LIMITS OF INSURANCE 
 
Workers Compensation 
Workers Compensation insurance shall be in compliance with the Workers Compensation law of the State of the 
Contractor’s headquarters. Employers Liability is included with a minimum limit of $500,000 per accident/per disease/per 
employee.  If work is to be performed over water and involves maritime exposure, applicable LHWCA, Jones Act, or 
other maritime law coverage shall be included and the Employers Liability limit increased to a minimum of $1,000,000.  
A.M. Best's insurance company rating requirement may be waived for workers compensation coverage only.   
 
Commercial General Liability 
Commercial General Liability insurance, including Personal and Advertising Injury Liability, shall have a minimum limit 
per occurrence of $1,000,000 and a minimum general aggregate of $2,000,000.  The Insurance Services Office (ISO) 
Commercial General Liability occurrence coverage form CG 00 01 (current form approved for use in Louisiana), or 
equivalent, is to be used in the policy.  Claims-made form is unacceptable. 
 
Automobile Liability 
Automobile Liability Insurance shall have a minimum combined single limit per occurrence of $1,000,000.  ISO form 
number CA 00 01 (current form approved for use in Louisiana), or equivalent, is to be used in the policy.  This insurance 
shall include third-party bodily injury and property damage liability for owned, hired and non-owned automobiles. 
 
B. DEDUCTIBLES AND SELF-INSURED RETENTIONS 
 
Any deductibles or self-insured retentions must be declared to and accepted by the Agency.  The Contractor shall be 
responsible for all deductibles and self-insured retentions.   
 
C. OTHER INSURANCE PROVISIONS 
 
The policies are to contain, or be endorsed to contain, the following provisions: 
 
1. General Liability and Automobile Liability Coverages 
 
The Agency, its officers, agents, employees and volunteers shall be named as an additional insured as regards negligence 
by the contractor. ISO Form CG 20 10 (current form approved for use in Louisiana), or equivalent, is to be used when 
applicable. The coverage shall contain no special limitations on the scope of protection afforded to the Agency.  
 
The Contractor’s insurance shall be primary as respects the Agency, its officers, agents, employees and volunteers.  Any 
insurance or self-insurance maintained by the Agency shall be excess and non-contributory of the Contractor’s insurance. 
 
The Contractor's insurance shall apply separately to each insured against whom claim is made or suit is brought, except 
with respect to the policy limits. 
 
2. Workers Compensation and Employers Liability Coverage 
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The insurer shall agree to waive all rights of subrogation against the Agency, its officers, agents, employees and 
volunteers for losses arising from work performed by the Contractor for the Agency. 
 
3. All Coverages 
 
Coverage shall not be canceled, suspended, or voided by either party (the Contractor or the insurer) or reduced in 
coverage or in limits except after 30 days written notice has been given to the Agency.  Ten-day written notice of 
cancellation is acceptable for non-payment of premium.  Notifications shall comply with the standard cancellation 
provisions in the Contractor’s policy. 
 
Neither the acceptance of the completed work nor the payment thereof shall release the Contractor from the obligations of 
the insurance requirements or indemnification agreement. 
 
The insurance companies issuing the policies shall have no recourse against the Agency for payment of premiums or for 
assessments under any form of the policies. 
 
Any failure of the Contractor to comply with reporting provisions of the policy shall not affect coverage provided to the 
Agency, its officers, agents, employees and volunteers. 
 
D. ACCEPTABILITY OF INSURERS 
 
All required insurance shall be provided by a company or companies lawfully authorized to do business in the jurisdiction 
in which the Project is located.  Insurance shall be placed with insurers with a A.M. Best's rating of A-:VI or higher.  This 
rating requirement may be waived for workers compensation coverage only.  
 
If at any time an insurer issuing any such policy does not meet the minimum A.M. Best rating, the Contractor shall obtain 
a policy with an insurer that meets the A.M. Best rating and shall submit another Certificate of Insurance as required in 
the contract.  
 
E. VERIFICATION OF COVERAGE 
 
Contractor shall furnish the Agency with Certificates of insurance reflecting proof of required coverage.  The Certificates 
for each insurance policy are to be signed by a person authorized by that insurer to bind coverage on its behalf.  The 
Certificates are to be received and approved by the Agency before work commences and upon any contract renewal 
thereafter.   
 
In addition to the Certificates, Contractor shall submit the declarations page and the cancellation provision endorsement 
for each insurance policy.  The Agency reserves the right to request complete certified copies of all required insurance 
policies at any time. 
 
Upon failure of the Contractor to furnish, deliver and maintain such insurance as above provided, this contract, at the 
election of the Agency, may be suspended, discontinued or terminated.  Failure of the Contractor to purchase and/or 
maintain any required insurance shall not relieve the Contractor from any liability or indemnification under the contract. 
 
F. SUBCONTRACTORS 
 
Contractor shall include all subcontractors as insureds under its policies OR shall be responsible for verifying and 
maintaining the Certificates provided by each subcontractor.  Subcontractors shall be subject to all of the requirements 
stated herein.  The Agency reserves the right to request copies of subcontractor’s Certificates at any time. 
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G. WORKERS COMPENSATION INDEMNITY 
 
In the event Contractor is not required to provide or elects not to provide workers compensation coverage, the parties 
hereby agree that Contractor, its owners, agents and employees will have no cause of action against, and will not assert a 
claim against, the State of Louisiana, its departments, agencies, agents and employees as an employer, whether pursuant 
to the Louisiana Workers Compensation Act or otherwise, under any circumstance.  The parties also hereby agree that the 
State of Louisiana, its departments, agencies, agents and employees shall in no circumstance be, or considered as, the 
employer or statutory employer of Contractor, its owners, agents and employees. The parties further agree that Contractor 
is a wholly independent contractor and is exclusively responsible for its employees, owners, and agents. Contractor hereby 
agrees to protect, defend, indemnify and hold the State of Louisiana, its departments, agencies, agents and employees 
harmless from any such assertion or claim that may arise from the performance of this contract. 
 
H. INDEMNIFICATION/HOLD HARMLESS AGREEMENT 
 
Contractor agrees to protect, defend, indemnify, save, and hold harmless,  the State of Louisiana, all State Departments, 
Agencies, Boards and Commissions, its officers, agents, servants, employees, and volunteers, from and against any and all 
claims, damages, expenses, and liability arising out of injury or death to any person or the damage, loss or destruction of 
any property which may occur, or in any way grow out of, any act or omission of Contractor, its agents, servants, and 
employees, or any and all costs, expenses and/or attorney fees incurred by Contractor as a result of any claims, demands, 
suits or causes of action, except those claims, demands, suits, or causes of action arising out of the negligence of the State 
of Louisiana, all State Departments, Agencies, Boards, Commissions, its officers, agents, servants, employees and 
volunteers. 
 
Contractor agrees to investigate, handle, respond to, provide defense for and defend any such claims, demands, suits, or 
causes of action at its sole expense and agrees to bear all other costs and expenses related thereto, even if the claims, 
demands, suits, or causes of action are groundless, false or fraudulent. 
 
 
SUFFICIENT INFORMATION: 
SUFFICIENT INFORMATION SHOULD BE ENCLOSED WITH THE BID IN ORDER TO DETERMINE 
QUALITY, SUITABILITY, AND COMPLIANCE WITH THE SPECIFICATIONS. 
*** FAILURE TO COMPLY WITH THIS REQUEST MAY ELIMINATE YOUR BID FROM CONSIDERATION.  

 
 
 
*********************************************************************************** 
ANY QUESTIONS, PLEASE CONTACT BUYER AT THE OFFICE OF STATE PROCUREMENT IMMEDIATELY.  

STATE PROCUREMENT OFFICER TINA HEBERT, (225) 342-8042 

EMAIL:  TINA.HEBERT@LA.GOV 


